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ABSTRACT 

The manual is the second of six student oannals for 
use in a course on occupational health and safety for supervisory 
personnel. The manual contains lessons 4 and 5 of the 15 
consecutively*numbered lessons, each of vhich contains study 
questions (and answers) interwoven with the text and review questions 
at the end of each section. (Lesson 4 discusses the supervisor's role 
in eliminating injuries and illnesses in the workplace and covers 
techniques for identifying and correcting the hazardous acts and work 
conditions which cause accidents, the personal and job-related 
factors which contribute to occupational injuries, and the inpcrtance 
of exercising employer control to effectively prevent injuries and 
illness. Lesson 5 discusses procedures for investigating and 
reporting accidents and exposures to health hazards in the workplace, 
and covers the contents of the investigation report, reconmendations 
for corrective action, and the use of the concepts of loss severity 
potential and probable recurrence rate in setting priorities for 
corrective action. (JR) 
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LESSON 4 



THE ROLE OF THE SUPERVISOR 

The purpose of this lesson is to set forth the role of the supervisor m the ehmination of injuries and illnesses 
m the workplace The lesson presents techniques for identifying and correcting hazardous acts and 
conditions that cause accidents Particular stress will be placed on employer control and the importance of 
job hazard analysis as a method of eliminating hazards 

IT RESTS ON YOUR SHOULDERS 

In most establishments, a large part of the day-to-day responsibility for an effective injury and illness 
prevention and control program rests on the shoulders of the supervisor. 

As you have learned in previous lessons, the purpose of the Wilhams-Steiger Safety and Health Act of 1970 
IS to assure safe and healthful working conditions for the men and women who comprise the American 
work force To accomplish this goal, it is necessary for you to contribute effort and action to prevent 
rnjunes and illnesses m your business or industry THE ACT MAKES EMPLOYERS RESPONSIBLE FOR 
JOB RELATED INJURY AND ILLNESS PREVENTION AND CONTROL 

THE KEY PERSON 

As a representative of the employer, YOU SHARE THAT RESPONSIBILITY. YOU are t» 2 KEY person in 
the line of defense against occupational injury and disease. YOU as a supervisor are the one who best knows 
the employees, equipment, and procedures performed in the workplace you supervise. You are also the one 
who best knows the safety and health hazards, if any.^ that exist there 

SOME OF YOUR FUNCTIONS 

To help you with your responsibilities, this lesson wilt cover the fundamentals of occupational injury and- 
illness PREVENTION and CONTROL. Some of the functions involved are. 

• Keeping records 

• Reporting occupational injuries and illnesses 

• Investigating accidents and exposure to hazardous conditions 

• Identifying and eliminating hazards 

• Conducting insoections 

• ComrnuniCdtmg information to employees and employers 

• Providing training for employees 

, • Assuring that employees use all required personal protective equipment 

YOU ARE THE VITAL CONTACT POINT 

One of the most vital functions you perform in your employer's injury and illness prevention and control 
program is that of l)emg the contact pomt between your employer and the employees you supervise 



1 When your employer informs you about new safety and health policies and rules, the person who 
wHI communicate this information to your subordinates is 

a You as supervisor 

b Your employer 

2. When the employees you supervise tell you about their experience with the results of working 
under the employer's safety and health rules, or about suggestions they have for improvmg the 
rules, the communication upward to the employer should come from 

a The employees you supervise 

b. You as the supervisor 

When co.Timunicating safety and health rules or other mformation to employees, you must make sure they 
understand how to apply the rules to their own jobs. 

ELIMINATE OR MINIMIZE 

Occupational injury and illness PREVENTION means taking action to ehmmate accidents or exposures to 
harmful substances m the work environment which can cause injury, illness, or death Injury and illness 
CONTROL means taking action to keep the undesirable effects of such events to a minimum 



BEFORE AN OCCUPATIONAL INJURY OR ILLNESS OCCURS OR DEVELOPS 

3 The sttps to keep occupational injuries and sicknesses from occurring or developing, as well as to 
mmimi/e their severity are called mjury and illness 

a. Reaction 

b Prevention and Control 

CAUSES 

The following discussion on hazardous acts and conditions and immediate and basic causes of accidents will 
help you m your prevention and control program. 

When accidents or exposure to harmful factors on the job result in injuries or illnesses these undesirable 
events have CAUSES as well as consequences F nding the causes is necessary to prevent and control injuries 
and illnesses 



HAZARDOUS ACTS AND CONDITIONS AS IMMEDIATE CAUSES 

OCCUPATIONAL INJURIES AND ILLNESSES ARE THE RESULT OF HAZARDOUS CONDITIONS OR 
HAZARDOUS ACTS. HAZARDOUS ACTS refer to dangerous or other undesirable behavior and practices 
of people HAZARDOUS CONDITIONS are mechanical, chemical.^ electrical, or other physical conditions 
wi^nin the workplace 




ANSWERS TO QUESTIONS 



1 a You as superviso-' 

2 b Vou dS 5>upervtsor 

3 b Prevention and Control 

Reaction means TREATING injuries and illnesses that result from accidents o. toxic substances that 
have already happened. What ib cf inteiest here is DOING SOMETHING BEFORE accidents or 
exposures to hazards can occur to keep them from happening or to minimize the seventy of the 
consequences 



4 Indicate whether each example below is a hazardous act or a hazardous condition* 

d It the employees m a repair shop fail to wear protective equipment to shield their eyes 
from irritating splashes and fumes when working at a liquid solvent cleaning tank, this is 
a HAZARDOUS- . 

b if there is no guard on the shear blade of a cutting machine, this is a HAZARDOUS 



If the employees m a dusty, wood sandmg operation do not wear respirato.^ because 
they dislike the extra breathing effoi t required.^ this is a HAZARDOUS ..^ 

If employees in a foundry operation constantly get dust in their noses and mouths 
because dust collection and ventilation equipment is inadequate or improperly located, 
this IS d HAZARDOUS . 



5 Which of the items below are HAZARDOUS ACTS and which are HAZARDOUS CONDITIONS^ 



a The workspace is cluttered and there are many things to trip over 

b Welders' helpers are not wearing equipment to protect their eyes 
from the harmful ultraviolet rays of the. welding arc 

c. The l.ghting in the workplace is too dim to permit working safely 
and accurately 

d. An employee weanna a loose shirt with the shirttail out is feeding 
material between rollers 

e. Irritating paint spray mist from spraying operations i3 frequently in 
the air 

f. A carpenter who could not find a pry bar is using the blade of a 
pxket knife to pry open a tool box 

ErJc ' * 6 3 



Hazardous 
Act/Condition 



g TheH' ib an ccumulation of flammable oil and trash under the mam 
motor m the pump room 



h An employee ts standmg on the top step of a step ladder to change 

light bulbs in ceihng fixtures 

HAZARDOUS ACTS CAUSE INJURIES AND ILLNESSES 

The immediate cause of an injury or illness is often {but not always) the most obvious cause, because it is 
likely to be ore of the first things you notice when you try to fmd out how the incident occurred. An 
occupational injury or illness may have both a direct, IMMEDIATE cause and an underlying, BASIC cause. 
HAZARDOUS ACTS are one type of IMMEDIATE cause of injuries and illnesses. 

Examples 

• In an accident involving an eye injury which occurred while an employee was working with a 
caustic solution, a hazardous act such as not wearing protective goggles could be the immediate 
cause of the injury 

• In the case of a job-related illness involving a respiratory infection, not wearing a respirator in a 
dusty work environment cruld be the immediate cause of the illness 

HAZARDOUS CONDITIONS CAUSE INJURIES AND ILLNESSES 

HAZARDOUS CONDITIONS are also immediate causes of occupational injunes and illnesses 
Examples' 

• A machme operator received a hand injury because the drill press he was operating did not have a 
hold-down clamp or drill block to keep the drill stock from spinning around when the dnil seized 
in the nole being drilled This is an example of a HAZARDOUS CONDITION being the immediate 
cau'"e of an occupational injury 

When investigating such an injury,^ one of th j first things you are likely to discover is the fact That 
the drill press had no provision for securing ♦he material being drilled. 

• The cutting oil machinists use in a turning operation on a lathe frequently gets onto their hands 
and clothes. This oil made their skin and clothes oily and caused some operators to get a 
job-related illness involving chronic redness and ulceration of the skin. This is an example of a 
HAZARDOUS CONDITION being the immediate cause of an occupational illness. 

When investigating such an illness or condition, one of the first things you are likely to notice is 
that the skin and work clothes of the affected employees are frequently oily 

6 To summarize, fill in the blanks in the following sentence: 



Hazardous and hazardous 

of both occupational Injuries and occupatlon;jl illnesses 



can be 



.causes 



ANSWERS TO QUESTIONS 



4 a Act b Condition c Act d. Condition 

5l a Hazardous Condition e Hazardous Condition 

b Hazardous Act f. Hazardous Act 

c Hazardous Condition g Hazardous Condition 

a Hazardous A * h Hazardous Act 

a., c , e . and g. are examples of conditions *n the workplace. 

b . d f and h are examples of behavior of employees. 

6 Hazardous acts and hazardous conditions can be immediate causes of both occupational injuries 
and illnesses. 



BASIC CAUSES 

Basic causes of injuries and illnesses can be such things as inadequate personnc' knowledge or skill, poor 
equipment or workspace design,^ or fatity maintenance The underlying, base causes of occupational 
injuries and illness are the reasons hazjrdous acts are performed and the reasons that hazardous conditions 
exist 

EXAMPLE An employee receives an electnc shock while using a portable power drill.. Upon investi jating 
the incident, you find that faulty insulation on the power cord and inadequate grounding of the drill are the 
direct, irrmediate causes of the injury. However, you also discover that the faulty insulation and inadequate 
grounding are the result of poor maintenance. Therefore, poor maintenance is the underlying basic cause of 
tlie injury. 

ANOTHER EXAMPLE. A woman employee fails to wear a respirator while handling certain dusty 
chemicals because the respirator doesn't fit. As a result she gets an infection in her nose, throat and lungs. 
Not wearing the respirator is the direct, immediate cause of her illness However, in investigating how the 
exposure occurred, a is discovered that she did not understand how to adjust the respirator. In this case, 
lack of knowledge is the underlying BASIC cause of the illness. The remedial action would be to tram 
everyone to properly fit and use the respirator ?nd to closely supervise the fit of respirators among all 
employees required to wear them. 



Try this exercise 



7. A punch press lacks a guard to keep the operator's h«nds away from the punch press while it is in 
operation, and the operator is injured The direct, immediate cause of the injury is found to he a 
lack of proper guarding on the machine Further investigation shows the reason there is no 

guarding is that the machine is improccrly designed Therefore, improper design is the 

cause of the injurv 

8 An employee sustains a back injury while lifting an electric typewriter. Upon investigation you 
discover that she lifted the typewriter by bending from the waist and overreaching instead of 
bending her knees and using leg muscles to help lift. The direct 'mmediate cause of the injury was 
an unsafe act-improper lifting. The underlying, basic cause of the injury is. 

a The weight of the typewriter 



b A lack of knowledge or skill 
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ANSWERS TO QUESTIONS 



7. Basic 

8. b A lack of knowledge or skill 

Remedial action to take m this case would be to tram current employees m proper liftmg and to 
include the subject of correct httmy m trainmg for new employees {more about |ob safety and 
health training m Lesson 13) 



PERSONAL FACTORS AND JOB-RELATED FACTORS 

Personal Factors and Job-Pebtpd Factors are underlying BASIC causes of occupational injuries and 
Illnesses Lauk of knowledge or skill, such as an employee who lifts a heavy, bulky object incorrectly, is an 
example of a PERSONAL FACTOR 



Improperly designed equipfpent, such as a power saw with no blade guards, is an example of a 
JOB-RELATED FACTOR 



Othef examples 



• When d lift truck operator does not follow safety rules and drives a lift truck 20 MPH m a 5 MPH 
/one., this is a PERSONAL factor 



• When poorly maintamed pipelines in a plant allow ST.all, oozing leaks of toxic chemicals that Cdn 
make employees sick, this is a JOB RELATED factor 




• When personnel involved m hand'mg materials take off protective gloves because of discomfort 
from the s-\eating the gloves cause, and as a result get a skin irritation from chemicals used, this is a 
PERSONAL factor 



> When there is a concentration of irritating paint mists in the air because of improperly designed 
spray booths and madequote ventilation in a paint spraying operation, and as a result nearly all 
employees get throat irritations and bronchitis, this ts a JOB-RELATED factor 

9 Behavioral patterns of employees that can result in injuries or illnesses are 



a Personal factors 



b Job-related factors 



10 Mechanical, electrical.^ chemical, and other physical conditions within the workplace that can 
cause miuries and illnesses are 



a Personal factors 



b. Job related factors 



ERLC 



When a personal factor causes an occupational injury or illness, this does not necessarily mean tne employee 
involved is at fault The reason for the hazardous behavior may be inadequate training, failure on the part 
of supervision to establish safe and healthful job procedures, or the existence of hazardous conditions that 
make unsafe behavior unavoidable 

6 ■ Q 



ANSWERS TO QUESTIONS 



9 a Po'sonal factors 



10 b Job rplatedfactors 
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EMPLOYER CONTROL 

Generally, the efnploytr has the authority to conrrol the behavior of employees and to contiol the 
conditions of tht» ^vorkplace The Act makes it the employer's respons bility to CONTROL both employee 
behavior and vv()rkf)laco conditions so they will be safe and healthful Th is is an imjK)rtant point Therefore, 
effective conipl ancp wtth the Act li to a great extent dependent on voluntary exercise of employer control 
to eliminate hazardous acts and hazardous conditions m the workplace 

LACK OF EMPLOYER CONTROL 

If the employer does not maintain proper control, hazardous acts anci/or conditions can occur As the 
ropresentdtive jf the employer, the supervisor directly exercises the employer's control over the 
occupational behavior of employees When control is not properly exercised,^ occupational injuries arx:" 
sickness can result 

EXAMPLE 

An employee frequently operate* a grinding machine with the shield pushed aside 

This hazardous act mtqht be regularly performed because 

• The supervisor is unware of it„ 

• The supervisor knovxs about it. but does not consider it a problem, or because 

• The supervisor does not fee! * is his duty to order employees to protect themselves 

In any case, this demonstrates a lack of employer control If the supervisor does not pay enough attention 
to how employees are performing their |obs to know when they are behaving hazardously, or does not 
recogni/e hazardous t)ehavior when it occurs, or is not willing to live up to responsibility and demand that 
the employees use their equipment properly, the supervisor is not exercising proper employee control. Of 
course,, employees also have the responsibility to perform m a safe and healthful manner -even when the 
si/;)er visor is not around 

Consider a situation in which employees work with a lead compounci Lead dust gets on their hands. There 
are no food dispens»nq facilities,, so all carry lunches, which they consume m a clean area adjacent to the 
locker room Becaus'^ their hands are virtually certain to be contaminated with the lead dust, they should 
wash thoroughly before handling and eating their food Although there are signs pointing out the necessity 
for wjshinq, there are no procedures for insuring it is done 

1 1 If the supervisor was not aware employees were not washing their hands each tinne before e ting, 
if he was aware of it but did not consider it a problem, or if he did not think it was up to him to 
ofotect employees from therr own hazardous actions, would lead poisoning be a case of a 
job related illness resuUing from lack of proper employer control 

a Yes 
b No 

9^ ,10 7 




11 d Yes 

Of couf!>e. <.»mp»<)vp»»s sh^irr f fsponsibiMy for protecting then own health However,^ an err.ployer 
or the iupervisof. dS the employer's representative. MUST NOT PERMIT employees to perform 
ha^df(ious arts In this situation,, changmq the conditions that caused employees' hand^ to 
become contaminated would eliminate the problem 



COIMTROL or CONDITIONS IN THE WORKPLACE 

The employe, hjs the iesponsibtl,tv and the authority to control the mechanical, electrical, chemical, arxl 
other physical conditions m the workplace If the employer does not exercise proper control, hazardous 
conditions ami in)ur.es can result For example, consider an injury caused by a rotten rope in o block and 
ticklf beinn used to hoiSt engines m an automobile repair shop In a situation like this, if the supervisor 
itors nut inspt-cl or arran(je for inspection of the ecjuipment as required by OSHA Standards with 
^uff ic^nt care and frequency to detect a hazardous coruJition. or (foes not detect a hazardous condition, or 
does not arknovvledqe that he t)ears such responsibility and authority, that supervisor i$ not exercising 
proper control 

PREVENTION AND CONTROL PROGRAMS 

Thtre dre four qenerai approaches to an occupational injury and illness prevention and control program 

• Treatment after injuries and illnesses occur in order to mmirni/e th-jir severity, 

• Id. niif yinq and elimin::».n(} IMMEDIATE causes of iniune* and illnesses. 

• Ident f ymc) ami eltmmatmq BASIC causes of miuru^s ami illnesses, 

• A combination of all 

Each approach has merit UMn() anv one of them will do some gocxi. using two is better, but combining all 
three results m the most effective program 

REACTING (TREATING) OR PREVENTING 

When an employer's safety and health program consists of treating mju' es and illnesses in the dispensary, 
or sending employees home vvhen something on the job makes them ill 

12 Is the employer REACTING to the results of accidents and exposures to harmful factors in the 
job environment^ 

a Yes 

b No 

13. Is the employer trying to PREVENT injuries and sicknesses from occurring? 
a Yes 
b No 

® o ' 11 



ANSWERS TO QUESTIONS 
12 a Yos 



i3 b No 

Immcciiate and effective metitca! attention for in|ured and ill employees is recessary, of course, 
but it has nothing to do with preventing a similar in|ury or illness from occurring again and again 
m ihe future 



A better approach than simply treating the results of accidents and exposures includes trying to DETECT 
AND ELIMINATE their IMMEDIATE causes This involves investigating injuries and illnesses O'lgnowcf as 
job related in order to find the HAZARDOUS ACTS and HAZARDOUS CONDITIONS which caused them 
Although this is a good approach, it is not the most effective 

For example, assume an accident or exposure to a health hazard occurs b.'cause a particular piece of 
egui^xnent is poorly maintained which causes the equipment to malfunction Repairing that Piece of 
equipment will prevent another such incident with that particular machine for a while, but won t prevent 
other malfuncnoning equipment of the same type from causing injuries or illnesses if poor maintenance is 
the BASIC CAUSE of alt the equipment's being in poor repair 



THE BEST APPROACH 

The most effective prevention and control program INCLUDES DETECTING AND ELIMINATING BOTH 
IMMEDIATE AND BASIC CAUSES OF INJURIES AND ILLNESSES It means treating those injuries and 
Illnesses that have occurred and investigating them to learn what caused them but these procedures are 
AFTER THE FACT Detection and elimination of causes must also consider the factor of POTENTIAL 
elimmatjonof the causes BEFORE injury or illness happens 

To eliminate the POTENTIAL really mean> establishing and implementing a safety and health ptograni In 
keeping with the Act. it means, for example 

• Learning the occupational safety and health standards. 

• Being able to identify those standards applicable to your operation. 

• Measuring the extent to which your operation complies with the standards. 

• Developing and implementing a pian^a prionty system to bring your operation into full 
compliance „ 

• Breaking down each task done by each employee to determine what hazards are involved, how 
serious they are. what standards they might involve, and how the hazards may be eliminated, 
corrected., or controlled This procedure is called Job HazarH Analysis. 

• Inspecting regularly, daily or oftener- as continuous a: your rounds. From what you leorned about 
standards, your priorities, your job hazard analyses yo j should be able to make up a checklis: to 
help avoid overlooking anything-act or condition- which might result m injury or illness. 
Adequate maintenance should be a part of your mspcction. so shouW proper performance of all 
tasks by everyone, including yourself-and training everyof>e to perform proptrf'ly. 

12 
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Sonje of thw factors will he discussed in more detai! Idter m this ltiss:!n, as well as m others They do not 
constitute a completo sdtety and health prograii), but they do provide the basics foi VOLUNTARY 
COMPLIANCE w»th the Act Further, they consist of aspects that he largely within YOUR responsibility 
and authority as a superv for Don't underestimate what your efforts can accomplish in reducing hazards in 
your workplace Also, don't forget that you and yo k employer are responsible for providing a safe and 
healthful workplace Failu e can r^'sult m penalties 



GETTING RESULTS 

Three companies have initiated tnjury and illness prevention and control prog'-ams using different 
approaches. 

• Company A attempts to minimize the effects of injuries and illnesses when they occur or are 
diagnosed 

• Company B takes the same action as Company A and also attempts to identify and eliminate the 
IMMEDIATE causesof injuries and illnesses 

• Company C takes the same action as Companies A and B, but in addition attempts to identify and 
eliminate the BASIC causes of injuries and illnesses 

Which of the above companies will get the best results? {Read and respond to the following by filling blanks 
with A, B,or C ) 

14 Company^ has a minimize the-impact approach Injury and sickness seventy may be 

reduced, but injuries and illnesses are likely to continue to occur Sooner or later something 
severe will probably happen and seriously injure or sicken some employee o- maybe even kill 
someone 

15 Company has a good idea Injuries and sicknesses will probably be fewer,, but it is likely 

that both injuries and illnesses will continue to occur all too often and with potentially disastrous 
consequences. 

16 Company will get the best results in the long run Injury and illness will drop off in 

both frequence and severity because this company is eliminating the basic causes of accidents and 
exposures to health hazards 

ESTABLISHING A PROGRAM 



ERIC 



FINDING OUT WHAT THE STANDARDS ARE 

A basic step in setting up an in|ury and illness prevention and control program is to find out what the 
requirements are for a sa^e and healthful workplace The OSHA Standards in the Code of Federal 
Regulations (29 CFR 1910), which you have learned about m previous lessons, contain this kind of 
information OSHA Standards, rules, regulations, and announcements, such as proposed amendments, 
deletions, new standards, and scheduled hearings are published in the daily edition of the FEDERAL 
REGISTER The ANNUAL edition of the 29 CFR 1910 contains the regulations and standards adopted 
during the year There is also an OSHA subscription service available from the Government Printing Office 
which will report OSHA cnanges and updates, including the Field Operation Manual 

Finding the appropriate standard should not be too much ot a p»'oblem. Suppose your employer is ready to 
initiate an injury and illness prevention and control program. As part of the program, you are preparing to 
conduct an inspection One item to be inspected is a narrow stairway. In this case you will firxi that OSHA 
Standard 1910 24 covers the subject of "fixed industrial stairs."' 



10 
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ANS\^V6RS TO QUESTIONS 

14 Company A 

15 Company B 

16 Company C 



TAKING MEASUREMENTS 

After rmdinq out what standards apply, the next step is to measure the items specified in the standards in 
Situations where these items can be measured You were referred to OSHA Standard 1910 24 on fixed 
industrial stairs and found the following requirements 

• Mmin^um wjdth of stairs must be 22 inches,^ 

• Vertical clearance from stair tread to any overhead obstruction must be a minimum of 7 feet,^ 

17 To decide whether the stairway in your workplace complies with these requirei -nts, what 

measurements should you take-^^ — — 

and 



COMPARING MEASUREMENTS TO STANDARDS 

You measured the workplace stairway It is 22 1/4 inches wide The distance tronn stair tread to an 
overhead air conditioning duct is 7 1/4 feet Compare these measurements to the requirements in the 
standard (refer to the preceding item) 



18 Is the stairway m compliance with the standard? 



a Ye^ 



b No 



In determining inspection requirements, let's suppose you want to find out how often to inspect the fire 
protection equipment m your workplace Some of the OSHA standards on the subject of fire protection are 
in the following 

OSHA Standard 1910 157 Portable fire extinguishers. 

OSHA Standard 1910.158 Standpipe and hose systems, 

OSHA Standard 1910 159 Automatic sprinkler systems. 

OSHA Standard 1910.160 Fixed dry chemical extinguishing systems, 

OSHA Standard 1910 161 Carbon dioxide extinguishing systems 

In addition to minimum inspection requirements, these standards contain other specific requirements, such 
as maintenance requirements 
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ANSWERSTO QUESTIONS 




17 Stair width and distance from stair tread to overhead obstruction 

(Actually, this standard also includes other specific requirements jncluding stair strength, length, 
angle of rise, railings and handrails, etc , but for purposes of simplicity in this example, only two 
specific requirements are '>^!ven ) 

18 Yes 

If the stairway had been 20 inches wide or if the overhead obstruction had been only 6 1/2 feet 
from the stair tread ,^ the stairway would not have complied with the standard. Most standards 
specify the minimum requirements that have to l)e met 



INSPECTION FREQUENCY 

Standard 1910 157, which covers portable fire extinguishers, contains the following information 

• Extmquishers shall be inspected monthly, or at more frequent intervals when circumstances 
require 

• Exiinguishers shall receive periodic maintenance and recharging, as required, at regular intervals, 
not more than one year apart (this standard also includes other specific requirements for portable 
fire extinguishers) 



19 According to the standard, what is the maximum allowable time between inspections^ 




20 What IS the maximum allowable time between maintenance operations^ 
EVALUATING HOW WELL STANDARDS ARE MET 

The process of judging how well an item in your workplace meets The OSHA standards is called 
EVALUATION When yuu compared the measurements of the stairway in your workplace with the 
requirements in the standard and decided whether or not the stairway does or does not meet the 
requirements, this is an example of making an EVALUATION of how well the stairway met the standard 
Thro process of evaluating how close an object condition, or action comes to the desired condition is not 
done only with OSHA standards It is a process everyone frequently goes through »n everyday life to see if 
actions or material objects or conditions are meeting expectations 

DETERMINING COMPLIANCE WITH THE STANDARDS 

There are logical steps to follow in determining whether your workplace complies with the OSHA standards 
that apply to It First, find out what the standards are,^ then measure items m your workplace, and finally 
you compare the measurements with the standards and evaluate how well the standards are being met You 
should try to develop a questioning state of mind so you are constantly on the lookout for situations that 
do not conform to good safety and health practice or meet the standards In this way you will detect many 
problems before they produce injuries or illnesses. 




ANSWERS TO QUESTIONS 



19 One month 

20 One Year 



Again, these are the maximum allowable times It s very desirable to perform inspections and 
maintenance as frequently as practical. 



GET HELP WHEN NECESSARY 

Evaluating compliance with some standaids can be complicated and require the assistance of experts More 
information about where to get this kind of technical assistance, inside or outside your company.^ appears m 
Lesson 14 

STEPS IN DETERMINING COMPLIANCE (An Exercise) 

21 Use the words below to fill in the blanks 

• Standards • Measure 

• Compare • Evaluate 

a Find out what the federal are that apply to your workplace 

b , the Items in your workplace for which there are standards 

c the measui^enients to the standards and 



how well you: workplace meets the standards 



THE SPIRIT OF THE LAW 

Section 5a of the Act, better known as the GENERAL DUTY CLAUSE, Requires an employer to provide a 
safe and healthful workplace regardless of whether or not there is an applicable standard The purpose of 
this part of the law is to assure that the spirit of the law is complied with in situations not covered by the 
letter of the law. This is another example of the positive^ humanitarian purpose which the spirit of the law 
reflects 



ESTABLISH OBJECTIVES 

To eliminate deviations from standards, establish OBJECTIVES for your injury and illness prevention and 
control program m terms of specific actions, or end results,, necessary to meet specific standards The 
ol)jectives of your program should be to eliminate deviations from the standards 

It make^ sense to state objectives in terms of things to be done,, or results that you want, because it is easier 
to get action whsn a is clear what action is wanted 



WHAT RESULTS DO YOU WANT' 

The objectives of your injury and illness prevention and control program should be specific, realistic, and 
stated in terms of the results that you want. Supervisor A has an operation of a type that requires 

er|c le'" " 



ANSWERS TO QUESTIONS 

2 1 a btandai ds b measure c compare, evaluate 



f)fOtective eguipnient to bv \^on) by [)ersonnel to keep them from l)emg made ill by toxic fumes Supeivisor 
B hdb an operation with a higher than aveiaqe risk of fire 

22 Which proqran) objective below woukf be a good one for Supervisor A and which would be a 
(jood one for Suf)ervisor B'^ 

a OBJECTIVE Every employee in the operation will use or wear protective ec^uipment 
as a natural part of the job 



OBJECTIVE Every unit loader will be tiained to check the fire protection equipment 
m the workplace at the tuin of each shift 



GET IDEAS FOR OBJECTIVES FROM THE STANDARDS 

OSHA standards that apply to youi workplace will suggest objectives for your injury and sickness 
fuev^'ntion and control program In Lesson 14 you will find an index of the OSHA standards to assist you 
\n findinq the standards that relate to your jobsito Section 1910 157, fot *^xample. requires MONTHLY 
insj)ections of portable fire extmtjuisheis and YEARLY periodic maintenance 

Bt'li)w j(f softH» otijectivf^s suggebtec: l)y CFR 1910 157 that would be appropriate if you have the portable 
ftte extinguishers in your work[)lace 

• OBJECTIVE Portable fire extinguishers wilt be inspected and tested at least once a month to 
make certjin they will work when needed 

• OBJECTIVE Porta{)le fire extinguishers will receive periodic maintenance at least once a year 
JOB HAZARD ANALYSIS 

WHAT YOU CAN DO 

You Ccm help to make your workplace safe and healthful by tdentifymg and correcting hazardous job 
riroce<lures and jOb conditions that can cause mjury or illness JOB HAZARD ANALYSIS and FACILITY 
INSPECTION are two techniques for doing thr, The following items wilt tell you more about job hazard 
analysis Lesson 7 wiM discuss facility inspection 

A DESCRIPTION OF THE JOB 

JOB HAZARD ANAL YSiS li a technique tor describing a job by breaking it down mto a basic sequence of 
steps A JOB HAZARD ANALYSIS helps to determine what has to be done to make a job safe arxJ 
healthful A job analysis is useful in identifying job hazards, m developing safe and healthful job 
procedures, and in describing necessary personal protective equipment A |ob analysis also would be useful 
m planning job safety and h<>alth training for employees Lesson 13 will teli you more about the use of job 
analysis m such training 



ANSWERS TO QUESTIONS 



22 a Objective Sup^^rvisor A 
b Objective Supervisor B 



SAFETY AND HEALTH ARE A PART OF THE JOB 

Many progressive establishments have adopted the idea that safety and health are as much a?i intugrdl part 
of an employee's total job a!> work efTiCiency, quality, and productivity These estatjhshments ube the job 
ha^ard analysis as an aid in creating safer, healthier, and more efficient jobs 

ANALYZING A JOB 

There are three parts to a |ob hazard analysis 

• OBSERVING one oi more employees performing the job in order to break the job down into 
steps The breakdown should be listed in the logical performance order of major tasks and 
subtasks, 

• IDENTIFYING hazardous job procedures and conditions and describing procedures and 
precautions that are key factors in safe and healthful job performance, 

• DEVELOPING ways to take the hazards out of the job 




WORST FIRST 



A good rule of thumb for selecting jobs to be analyzed is to conduct analyses on a "worst first" basis 
"Worst first"' means that jobs that have the most severe or most frequent injuries or 'llnesses. or involve the 
largest number of employees, are analyzed first This m. kes it possible for employers to concentrate their 
first efforts on the most serious hazards affecting the most employees 

BRIEFING EMPLOYEES 

When the job to be analyzed has been determined, select one or more employees to be observed performing 
the job Brief the employees you are going to observe Explain the technique of job hazard analysis Tell 
them that the purpose of the job observation and analysis is to make the job safe and healthful for them 
and therr fellow employees by identifying hazards and developing ways to eliminate and control these 
hazards Reassure employees that it is the job that is being studied, not them as individuals. 

23 What you want to ac. jmplish by briefing the employees is to get them to 
be without being . 

(Choose two words from the following list to fill the blanks ) 

• Apprehensive • Indifferent 

• Careless • Cooper.itive 




ANSWERS TO QUESTIONS 



23 coopetative apprehensive 

It IS natural for employees to feel that when someone {especially their supervisor) is carefully 
watchmg every move they make, the purpose might be to find out if they are goofmg off Oi 
domg something wrong That is why it is IMPORTANT to convince employees that the purpose 
of job observation and analysis is to make their |obs safe and healthful. 



JOB OBSERVATION 

Begin the job observation by noting each action the employee performs in relation to the material, the 
nr>achine. the tools, and the work environment List each basic step necessary to do the job Be sure the 
steps are not too detailed or too general For example, a sequence of steps with the right level of detail, 
describing the |ob of repainting a chair, would read something hke this 

Step 1 select work area 

Step 2 bring painting tools and supplies to work area 
Step 3 prepare work area 
Step 4 remove old paint 
Steps sand chair 
Step 6. apply first coat of paint 
(and so on ) 

Only part of the sequence of steps appears here The complete sequeiice would describe the entK job, 
including application of the final coat of paint, cleaning the work area, and putting the tools away 

24 Below are parts of two examples of job analyses that might be made of this job. One sequence is 
too general and one is too detailed Which is which? 



Sequence a 

Step 1 remove old pamt 
Step 2 paint chair 



Sequence b. 

Step 1 . remove lid from paint can 
Step 2 dip brush into pamt can 
Step 3. drain excess paint off brush 

by wiping one side of brush 

on inside of can top 
Step 4 place brush against chair (and 

so on .) 



a Too 



b Too 
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ANSWERS TO QUESTIONS 



24 a too qenerjl 



b too detailed 



SEARCH FOR HAZARDS 

In your |ob observation, look for hazards involving job procedures as well as the job environment. At each 
j'Oint, consider whether or not an accident or exix)sure to a harmful factor could occur and,^ if so. how. Ask 
yourself questions such as 

• Does the employee hanille or work near substances that are toxic, caustic, or hot? 

• Is the air dusty? 

• Are there fumes, vapors, or mists in the air? 

• Is the work environment very noisy? 

• lb the work environment very hot oi cold? 

• Is there a lot of vibration? 

• Is the hghtmq adeciuate? 

• Could the employee strike agamst,^ be struck by, or otherwise make harmful contact with an 



• Could the employee t)e cauqht on, m, or between objects? 

• CoukJ the employee fall on the same level or to another level? 

• Does the employee have to push, pull, or lift obiects? 

Considering all fvlev-nnt questions like these is part of the piocess of identifying potential hazards to the 
safety and health of ihe employees performing the )(ib 

SOLVE PROBLEMS LATER 

At the iim^ you are observing the employee performi'ij .1 ^ |0b, recording the job steps, and looking for 
hazards, do not try to solve any problems you detect At this point you are concentrating on recording 
what IS being done, how u is being done, and what could be dangerous about it 

25 The process of deciding how to take the hazards out of the job comes 




object? 



a Now 



b Later 
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ANSWERS TO QUESTIONS. 



25. b. Later 

An exception would be a situation where you happen to see an employee doing something that 
clearly and immediately endangers the employee's safety or health, or the safety or health of 
some other emplo/ee. In that case, stop the operation immediately and make corrections. 



WHAT ARE THE KEY FACTORS? 

Once you have listed the basic steps and described the hazards associated with each step, you are ready to 
identify ths KEY FACTORS that are essential for safe and healthful )ob performance KEY FACTORS 
ARE THE PROCEDURES THAT MUST BE FOLLOWED AND THE PRECAUTIONS THAT MUST BE 
TAKEN IN ORDER TO AVOID AN ACCIDENT OR EXPOSURE TO A HARMFUL FACTOR IN THE 
WORK ENVIRONMENT 

EXAMPLES: 

• For an employee who services automotive equipment, a key fact >r might be CHECK THAT THE 
GUARD RAIL around the grease pit is in place 

• For a machinist, a key factor rr.ight be ALWAYS REPLACE THE SAFETY GUARD over the 
drive belt before starting the machine 

• For an oil refinery employee where poi«;onous hycirogen sulfide gas is a by-product, a key factor 
mioht De If the warning signal sounds and it is necessary to put on a gas mask and escape, 
remember that the mask works on a self demand basis which means the air won't begin to flow 
until you start to breathe Don't panic Don't open the sides of the mask because this will let you 
inhale the gas. 

• In a job involving unloading trucks, a key factor might be* Secure the dock-plate between the 
dock and the truck platform before walking or driving e forkhft truck over the dock-pl3te. 

TAKE THE HAZARD OUT OF THE JOB 

After you have identified the hazards m a job. you should try to develop sc^lutions to eliminate or minimize 
the hazards m accord with the standards Some of the ways to eliminate or r.iinimize job hazards are 

• MODIFY the equipnrient, 

• CHANGE some of the procedures. 

• PROVIDE auxiliary equipment or tools, 

• PROVIDC personal protective equipment, 

• REPLACE the equipment and/or change the process, 

• REDUCE the number of times a hazardous operation is performed. 
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PERSONAL PROTECTIVE EQUIPMENT, AUXILIARY TOOLS, AND PROCEDURES 



Sometimes a hazard can we removed from a )ob or its eftficts can be minimi2ed by PROVIDING 
AUXILIARY TOOLS and PERSONAL PROTECTIVE EQUIPMENT, and CHANGING SOME OF THE 
PROCEDURES Ai an example, consider the following step in the job of a machmist. This step mvolve'. the 
grinding of parts agamst a revolving abrasive wheel without usin.^ jny auxiliary tools cr personal protective 
equipment. 

Step 10: By hand, hold the part to be ground against the revolving abrasive wheel. 

Two HAZARDS connected with this step have been identified 

Hazard 1 The operator's fingers or hand may come in contact with the revolving abrasive wheel 

Hazard 2 The operator may be struck by flying particles if the revolving abrasive wheel ex,> odes. 

To protect the employee against these HAZARDS, the following CHANGES can be made ifmd the 
standards applicable and check themjf 

Change 1. PROVIDE tongs and CHANGE the procedure so they are used to hold the parts being 
ground against the wheel. This change protects against Hazard 1. 

Change 2 PROVIDE safety goggles and CHANGE the proced'jre to require that goggles be worn 
dunng grinding wheel operations This change protects against Hazard 2. 

MODIFYING THE EQUIPMENT 

Sometimes the effects of a job HAZARD can be eliminated or minimized by MODIFYING THE 
EQUIPMENT and CHANGING SOME OF THE PROCEDURES. In the case of the machinist's job 
mentioned previously, the following changes could be madfi. 

Change 1 MODIFY the equipment by installing a work rest, CHANGE the procedui ?, to require the 
work rest to be securely clamped within 1/8 inch of tfie abrasive wheel and uuvd to rest 
the part on while it is being held against the abrasive wheel for grinding. 

Change 2 MODIFY the machine by installmg a safety plass shield and CHANGE the procedure to 
require the shield to be in place during grinding operations 

26 Which CHANGE would be to protect the machinist's fingers and hands irom ctriking against the 
revolving abrasive wheel? 

27 Which CHA^"JE would be to protect the operator from being struck by flying particles? 
REPLACE THE EQUIPMENT AND/OR CHANGE THE PROCESS 

Other methods of eliminating a hazard invoK'e REPLACING THE EQUIPMENT und/or COMPLETELY 
CHANGING THE WAY OF DOING THE JOB 

28 Would automating and isolating a hazardous process so that the operator can control the process 
from a remote location be an example of ^his kind of change? 

a Ves 



b. No 



ANSWERS TO QUESTIONS 




26 Change 1 

MODIFYING the equipment by installing the work rests on the machine and CHANG (NG the 
procedure to ensure proper use of the work rest would protect the operator's fingers and hands. 

27 Change 2. 

MODIFYING the equipment hy installing the safety glass shield {in addition to having the 
op^Mdioi wedr protective goggles) and CHANGING the procedure would protect the operator's 
face and body,^ as well as the operator's eyes, from flying particles 

28. a Yes 



REDUCING THE RECURRENCY RATE 

Reducmg the number of liases a hazardous operation has to be performed is called reducing the 
RFCURRENCY rate This kind of chdnqe should be used only as a last resort, since it does NOTHING to 
eliminate the hd/ard, hut cnty REDUCES THE FREQUENCY with ^ hich the employee is exposed to it 



A PART OF JOB HAZARD ANALYSIS 

Sut)tT\;isor A has oljserveil seveiat employees performinq a |0b in d chrome plating plant One action each 
tMYiployee pt-rfofrns is desciil)e(l tielow. 

Sief) 19. Add the powdered chemical co.iceniraie to the vat of hot liquid chemical solution 



29 This IS a description of 



d One step m a sequence of steps which the employee performs m doing the |ob,. 



t) A hd/ard connected with the job. 



c A piocetfui ; or precaution that is a key factor in performing the step safely and 
heallhfuiiy 

As d pail of the jOb analysis, Supervisoi A has recorded the following information: 

When the powdtM'd chemical concentrate is added to the hot chemical solution in the vat, there is a 
danger the solution will redci chemically and splaiiei the employee with the hot. caustic solution 



30 This IS a description of* 



a One step in a sequence of steps which the employee performs m doing the job,. 



b A hazard connected with the job. 



c A procedure or precaution that is a key factor in performing the step safely and 
healthfully 
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ANSWERS TOOUESflONS 
29 fi 



30 b 



Other information Supervtsor A has recordt*d d*^ part of the )ob analysis is 

• The employee must \Hi sure the temperature of the liquid chemical solution m the vat is not too 
hot when the povvdeied chemical concentrate is added to avoid boilmg and splattering ft the 
solution IS too hot, the temjwratuie must be lowered before adding the powdered chemical. 

• The employee must wear chemical safety goggles while adding the powdered chemical 
31 This infoimation »s a description of 

d Steps in the sequence of tasks the employee performs m doing a |Ob,^ 

b Hazaids connected with the job.^ 

c Procedures and precautions that are key factors m performing a job step safely and 
healthfully 

ELIMINATE HAZARDS 

Ai described previously. Sui>ervisor A did the following things: 

• Selected the job to t)e analyzed 

• Observe<l several employees performing the |ob and broke the )ob down into a se<iuence of steps 

• ld**ntified hazards n evolved m dotr^g the |ob 

• Descnbed procedures and precautions that are key factors m domq the job safely and healthfully 
The next thing Supervisor A should <lo is to determine ways to take the hazard out of the job 

WHICH KIND OF CHANGE? 

In jhe job Supervisor A observed, keeping the temperature of the hot chemical solutron m the vat below a 
certain critical lovel is imf)ortant in preventing the solution from boiling and splattering when the powdered 
chemical is added The present procedure by which the employee who is going to add the powdered 
chemical determines the temperature of the solution is by looking at it and making a judgment as to how 
hot It IS on the basis of how much it »s bubbling and steaming 
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ANSWERS TO QUESTIONS 



31 c 



32 If ? special kmd of portable thermometer «s PROVIDED and \he procedure is CHANGED so that 
the employt'c uses the thermometer to measure the temperatu.e of the hot chemrcal solution in 
the vat, which two kinds of changes would these be? 



.1 MODIFYING the equipment 



b CHANGING some the procedijros 

c PROVIDING auxiliary e Jipment or tools 

(1 PROVIDING personal protective equipment 

»' REPLACING the equipment and/or ctianging the process 



f REDUCING the nurnlvn of times a hazardous operation is performed 



U'xnq the same chrome pldtmg plant and its chemical vat as an example.^ iet's sdy that a current procedure 
fof adding ^xjwdered chemical to the hot liquid solution calls for the employee to wear protective goggles 
IF protective gloves and protective clothing are PROVIDED and the procedure is changed to require 
wedrmq of the gloves antJ dothtng as well as the goggles, then two kinds of charges have taken place. 



pfov'dtru) ()ersonal protective erluipment 



• rhang'nq some of the procetiures 

tr> this cjse. the protective qtuves and cloth.,, . would protect thv employee's hands and body.^ m addition to 
ttie protectior: cjf t»>»^ employee's t've<; hy the chemical goggles, but the Itkehhood of bemg splattered by tl;e 
tiot, < ,HjSfi( solution still would exist 



33 If the following changes are made m this samt plant, what two kinds of changes would they be? 

• INSTALL a tnermometer on the vat and CHANGE the procedure so that the 
thtrmometef is used lo monitor the temperature of the hot liquid chemical solution 

• INSTALL an automated dispenser unit on the vat and CHANGE the procedure so that 
the disperiser is first filled with the chemical powder and then activated from a location 
remote from the vat 

Fill in the olanks *jy selectmg from the list below: 

The two kmds of changes would be . — and — 



a MODIFYING the equipment 
b CHANGING some of the procedures 
ErJc 22 
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ANSWERS TO QUFSTIONS 



32 b 



W^itle lhi!> wuuid tyc a bt'ltur way to determine the temperature of the solution, »t m»ght present a 
hazard to the employ^t* »n the process < f inserting the portable thermometer into the solution 



C PROVIDING auxiliary #*<|iiipinent or tools 

f! PROVIDING personal protective equipment 

e REPLACjNG the equipnr.ent and/or chanqmg the process 

f REDUCING the number of times a hazardous operation is performed 



HAZARDS AND KEY FACTORS 

BtHovN >s a d»*vcnption of tho steps a chemistry laboratory assistant performs when washing the laboratory 
utensils used lOutme tests on an industrial process 

Step 1 : empty chemical residue from utensils and stack them beside the s:nk 

Step 2. fill the Sink with hot water and acfd washing powder 

Step 3. wash and nnse laboratory utensils and place m dram rack 

Step 4: remove air dried utensils from rack ;nd pot away 

Step 5 clean sink and put away washmq supplies 

Column A lists some of the ha/aids .nvolved in the job Column B lists some procedures and 
precautions which are key factors 'ii jK'rfoimmg the job in a safe and healthful manner MATCH each 
haza.'d with the key K^ctor that would help to protect the employee from the hazard 



Colutf)n A 

34 Improper disf)Osai of chemical residue 
may cause employee to make harmful 
contact with chi-nncals 

35 Uter^sils that are -nstrurely stacked may 
fail, break, and tut the emj^loyee 

36 M water temperature is too hot, em- 
ployees* har>ds may be burned 

37 Employees may inhale washing pov^der 
ar»(J develop a respiration irritation 

38 Washing powder may defat employees' 
skin and cause skin disorder 



Column B 

a. Wear rubber gloves while washing 
uteisils 

b. Add vashinq powder gently from a 
minimun^' height and with a minimum of 
c«gitation of the container. 

c Measure the temperature of the water 
with a thernjometer before immefsing 
hands. 

d Clear a large enough space on the 
counter to securely stack the utensils 

e. Empty chemical residue into specific 
waste receptacles of approved design 
specified by the chemists using the 
chemicals 



ANSWERS TO QUESTIONS 



33 a b 

34 e 35 d 36 c 37 b 38 a. 

(For the purpose of simplicity m these examples only one employee's actions have been 
described However, when performing a )ob analysis, it is always desirable to observe more than 
one employee at the job ) 



ELIMINATE HAZARDS 

Some ways of chmmatmg or minimizing )ob hazards are described m Column A The names of kinds of 
changes art- listca m Column B r/IATCH each DESCRIPTION of a change with the NAME of the kind of 
change 



Column A 

39 To dvoid damage to employees' hearing. 
MODIFY the equipment to make it 
quieter and to reduce the noise level 

40 To dvoid laboratory assistants' getting 
burned by hot water cr developing 
irritations from washing powder while 
washing lalx)rdtory utensils. INSTALL 
an electftL dishwasher 



41 



To avoid employee's getting cut m an 
operation involving use of knives. 
CHANGE ihe procedure for using knife 
holders 



Column B 

a. A CHANGE m some of the procedures 

b A MODIFICATION of the equipment 

c. A REPLACEMENT of the equipment 
and a complete change in the way of 
doing the job 

d A REDUCTION in the number of times 
a hazardous operation has to be done 



42 To minimtze the chances of employees' 
getting hurt by using a metal press. 
REDUCE the number of times the 
pressing operation has to be performed. 



THE BENEFITS 



By applying the principles of injury and illness pievention and control to help you do the safety and health 
part of your job effectively,, and by using the technique of job analysis to assist you in taking the hazards 
out of the jobs m your workplace, you will be making your entire task easier m the long run. Conscientious 
efforts to comply with the requirements of the Act will benefit you. your employer, and the employees 
you supervise 
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ANSWERS TO QUESTIONS 

39 b 40 c 41 a 42 d 



SUMMARY 

In this lesson, vou have learned about the fundamentals of occupational injury and illness prevention and 
control The value of taking action to prevent the occurrence of accidents and exposures to health hazards 
or to control the severity of the consequences was discussed The importance of knowing the causes of 
these events in order to take preventive action was emphasized. TECHNIQUES for IDENTIFYING and 
CORREC l ING THE HAZARDOUS ACTS and HAZARDOUS CONDITIONS that are the immediate causes 
of accidents were covered The necessity of discovering the PERSONAL factors and JOB- RELATED factors 
that are the basic causes of occupational injuries and illnesses and methods of eliminating the basic causes 
were described The IMPORTANCE of exercising proper employer control to effectively prevent injuries 
and illnesses was discussed The process of finding out what the standards are that apply to your workplace, 
taking measurements of items in the workplace, comparing the measurements to the standards, evaluating 
how well the standards are met,^ and setting objectives for meeting the standards as integral components of 
an injury and illness prevention and control program was outlined The usefulness of the technique of job 
analysis as one method of taking the hazards out of the job was described m detail This lesson has made 
clear the vital role you as the su'^ervisor play in the elimination of injuries and illnesses from your 
workplace. 
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LESSON 5 

INVESTIGATING AND REPORTING ACCIDENTS AND EXPOSURES TO 
HEALTH HAZARDS IN THE WORKPLACE 

Thv ;y„,\}osv of il.is U's^on is to u\nh you how lo encouidge employees to report accidents, exposures to 
h<'aith hazards, and n^'ar missus, and how to conduct an investigation of these events 

Careful study of this lesson will enable, you to us»' the techniques necessary for in^jrviewmg employees 
involved in accid,»nts and exj>osures to health hazards, and for interviewing witnesses and conducting 
rfvnactrTu»nfs of su( h fvenis 



In tfvs lesson you will l^'arn what the report of investigation must contain, and how to make 
recommendations for corrective action. In aiklition.^ you will be made aware of the usefulness of the 
concepts of loss severity potential and probaule recurrence rate in setting priorities for corrective 
action 



HOW TO CONDUCT AN INVESTIGATION 



In this lesson you will leain how to conduct an invesfgation of an occupational accident or an exposure to 
d hf'alth hazard m the workplace The purpose of such an investigation is to collect information for the 
following uses, 

• To deietmtne the causL's of the accident or exposure to a health hazard and the actions that need 
to be lak^n to pr^ivenl oi control a recurrence 

• To dt>t*^"^in»' vvheth^»r a voUHion of the federal safely and health standards was involved in the 
incident jnd, it so, what st('ps are te()UHed lo eliminate' the violation 

• To prepare iht^ r(»(oids and reports required by the Occupational Safety and Health Act regarding 

occupaltOnal iniunes and illnesses 



• To [)rrf>are the saft'ly and health records and reports required by your employer 



PART OF A TOTAL PROGRAM 

The process of mvesiigaimfj accidents and exposures to health hazards is part of a total occupational injury 
and illness prt>v*'ntion ano control program In order to most effectively accomplish the objectives of buch a 
program, it is desirable to investigate all of the following kinds of events 



• Incidents that result in injury or death 



• Onf> time exposures to health hazards that immediately lesult m illness or death 

• Repealed exposures to health hazards that eventually result m illness or death, 

• Events that could have resulted m injury, illness, or death, but which,, by chance, did not. 
Each of these kinds of events will be discussed m the following items 
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PROPERTY DAMAGE 



As you learnecJ in Lesson 3, the Act requires that occupational in)uriLS, illnesses, arxi oeathsbe reported but 
does NOT require the reporting of events that result m property damdqe only However, in this lesson, 
property damage is included m the definition of an event to be investigated because, from a prevention and 
control vievvfx>mt, any incident that is severe enough to damage f)roperty may have the potential of causmq 
injury, illness, or death of an employee 

An occupational accident usually is defined as an, unexpected event occurring on the |oh that results m 
injury,, health impairment, death,, or property damage 



1 Accoiiimq to this detmition, would all of the events described below be called accidents' 

Yes No 

a an incident causing a burn on an employee's arm 

b an incident causing the fork lift on a lift truck to break 

c an incident causing a shipping container to split open and an employee 

to be bruised 

In some jobs, an employee can develop a chronic, acute,, or fatal illness or disease, or a disabling condition 
as a result of exposure to health hazards in the work environment An illness, disease, or disabling condition 
IS considered to be OCCUPATIONAL when it is caused t)y exposure to a health hazard on the job. 

WHAT IS A HEALTH HAZARD? 

Health hazards can be INVISIBLE PHYSICAL AGENTS such as excessive noise or vibration or extreme 
heat or cold, or VISIBLE MATERIALS such as loxic or abrasive dusts, chemicals, solvents, fumes, mists, or 
gases ("Visible"' MATERIALS may not be visible to the eye, but require a detection or measuring de^"ce.}, 
EXPOSURE can occur in several ways, including direct contact, inhalation mto the lungs., absorption 
through the skin, or ingestion with food and drink Harmful exposures can be either one time exposures 
resulting in acute symptoms or repealed exposures whose effects become evident over a period of lime 



EXAMPLE OF HEALTH HAZARD DUE TO MATERIAL 

Employees m a chrome platmq plant are repeatedly exposed to acid mist from the chromic acid used m the 
platmg process, '^nd can develop ulcers on their skin or in their noses as a result This is an example of a 
job related illness caused ^)y exposure to a hazardous MATERIAL in the work environment over a period of 
lime 



EXAMPLE OF A HAZARDOUS PHYSICAL AGENT 

An employee in a plant that manufactures boilers is repeatedly exposed to a HIGH NOISE LEVEL and 
develops a hearing loss as a result This is an example of a job-reiated disabling condition resulting from 
exposure to a hazardous PHYSICAL FACTOR m the work environment over a period of time. 
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ANSWERS TO QUESTIONS 
1 a., b, c , All "Yes " 



WHAT IS A NEAR-MISS? 

There is another kmd of event that could have causec mjury, illness, death, or property damage and only by 
chance d'd not This is called a NEAR-MISS. 

2 Which incident below is a near-miss? 

a dr. exposure to a health hazard causing an employee to contract a respiratory infection 

b an incident causing a high pressun? tank to explode 

c. an accident causing 5 scaffolding to give way and an employee to fall and break a leg 

d an incident m which a stack of boxes falls over but causes no injury or damage to 
property 

To reiterate then, an event that could have resulted in mjury, illness, death or property damage and only by 
chance did not is called a near-miss 



HOW TO GET EVENTS REPORTED 
YOU HAVE TO KNOW ABOUT IT 

In order for you to FIND OUT about an accident, an exposure to a health hazard, or a near-miss you have 
not observed personally so that you can INVESTIGATE, it must be REPORTED to you. 

3 Which of the following situations is more likely to continue WITHOUT investigation because you 
do NOT know about it' 

a In one area of your plant, employees find that sometimes their vision blurs or their legs 
go limp when they work around certain chemicals. THEY DO NOT REPORT IT TO 
YOU,, and you never see it happen. 

b The welders you supervise REPORT TO YOU that when they started to weld in an 
asphalt tank which had been poorly cleaned, the remaining asphalt caught fire. They tell 
you they were able to extinguish the fire, but they could not finish the welding job 
without the same thing happening again 
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2 d 

3 a Obviously, yoti cannot see everything that happens in your work area You cannot make a 
report about, or do anythinq to fix somethinq if it isn't reported to you One o* your )Obs., 
therefore, is to get your employees to report incidents to you 



IF IT IS SERIOUS IT IS MORE LIKELY TO BE REPORTED 

Accidents with serious consequences and exposures to health hazards that produce imnnediate severe 
symptoms are more likely to be reported than accidents with minor consequences or exposures with minor 
or delayed symptoms 

4 Which four incidents below are most likely to be reported'' 

a. Brakeman falls, resulting in a broken aim 

b Secretary suffers a minor cut on finger from letter opener 

c Keypunch operator receives milu electric shock. 

d Installer notes a single frayed wire on a cable 

e Mason is knocked out by blow on head from fallir^q concrete olock 

f Girl in ^)lueprint room develops mild skin rash 

g Woman in photo lab has occasional nausea, dizziness, or headache 

h Welder is overcome by carbon monoxide gas from nearby motor generator tor his arc 
welder 

I Lumt)erjacks who use chainsaws find slight, gradual loss of hearing. 

j. Stevedores handling alkah and dyestuff have severe resjjiratory infection 

5 The types of occupational accidents and exposures to health hazards most likely not to be 
reported are those with consequences or symptoms 

a Major 

b Minor 

When a near miss or an occupational accident or exposure to a health hazard that has minor consequences 
or Symptoms is not reported,, one reason may be because the incident SEEMS unimportant to the 
employees who were involved or who observed the incident. The problem with this attitude is that 
employees fail to realize that whatever caused the unreported incident could p*'oduce an accident or 
exposure with much more serious consequences at some other time It is up to you as the supervisor to 
educate employees to report near-misses as well as actual injuries and sicknesses 
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4 a , e . h , j are most likely to be reported 

5 b Minor But does that mean that the minor consequences are necessarily unimportant^ No' 
Lock back at Question 4, "c." may be the first indication of what is becoming a serious electrical 
fault "i " IS the subtle first warning of future major deafness if the lumberjacks contmue to work 
m that job with that equipment The lesson to be learned is to get your employees to report 
everythmgl 



LACK OF KNO\f;LEDGE 

In the case of a job related tllness with mtnor, infriKjuent, delayed, or cumulative s/mptoms, another 
reason exf)Osures to hecilth hazards are not reported may be that employees do not re.' ize the symptoms 
are lelated to hazanis in the workplace Employees also may fail to realize that repeated exposures to such 
hazards can result m eventual health impairment. 

6 Is It part of your job as sujiervisor to teach employees to report these symptoms^ 

a Yes 
b. No 

A NEAR-MtSS 

Consider an incident where an employee flipped up the guard on a gearbox to oil the gears while the 
machine was still running. This way he kept production going He caught his glove in the icars. but the 
glove was pulled off his hand when he jerked away so that his fingers were not caught in the ged. . 

7 Is this the type of event that is not likely to be reported even though it could have had serious 
consequences-^ 

a Yes 

ta No 

REASONS EVENTS ARE NOT REPORTED 

In addition to not repo*^tin'; accidents, exposures to health hazards or near-misses because they SEEM 
unimportan*, employees tend not to report such events for several other reasons. 

• Not wanting to spoil the safety and health record of the department 

• Distaste for kidding by fellow employees about being chicken 

• Fear of having to undergo medical treatment 

• Not wanting to displease supervisor 

• Not wanting to lose time from the job while the condition is improved. 

• Unawareness that the illness is related to workplace hazards. 

• Failure to detect symptoms of hazardous exposures until they become serious 
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6 a Yes, oeftnitdy' For exam\)\v, employees often tempt fate l)y dbsummg that if they do 
some kind of operation fast enough they won't experience any bad effects because they see no 
immt,'diate effrXls In reality, they may be qtadually accumulating a severu dose fiom these 
lepedted, bi»ef exposures 

7 a Yes In this case, the employee performed a hazardous act because he thought that the 
production schedule did not allow time to shut down the machine for oilinq. If this event had 
been reported, consideration rrnght have been given to revising the production schedule to allow 
for safe performance of necessary maintenance^ or to give the employee some instruction in the 
necessity to sacrifice St^ne production in the interest of safety 



Each of these leasons has a logical counterargument or counterattack which you can, and must, be able to 
give to eniployfus In ihe following items some of these approaches are discussed 

Employees you supervise may be reluctant to report a near miss, an accident,^ or exposure to a health 
ha^ara which has minor consequences or symptoms because it will spoil the safety and health record of the 
organization 

8. If so,^ which IS the bettei thing to say to them to encourage reporting of such incidents? 

a Point out that if a hazarr! doesn't get eliminated it can cause an accident or exposure 
with seriOiiS consequences and that a serious in)ury oi illness is a much worse maik on 
the sjfely dri(i health record than a minor one or a near miss 

b Tell employees you want a perfect safety and health record and you don't want to 
know what they have to do to keep it that way. 

9 If the employees hesuate to report near-misses or accidents or exposures to health hazards with 
minor consequences or symptoms because they are afraid you will be displeased, which is the 
heller thing to say to them to encourage reporting of such incidents^ 

a Ask employees where they got the idea you would be displeased. (Be vtry emphatic 
Use a loud, belligerent voice. Pound your fist on the table. I 

h Tell employees that what really displeases you is when you find out that an accident, 
exposure to a health hazard, or near miss WAS NOT REPORTED 
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HOW MUCH TIME IS REALLY LOST? 

10 If your employees avoid reporting near misses or accidents or exposures nealtp hazards with 
minor consequences or symptoms, because it causes lost time from the job *.*'hic'.i is the better 
thing to say to them to encourage reporting of such incidents^ 

a Tell employees that the lime spent reporting such o.i ?vent is lice insurance, because if 
the hazard isn't eliminated it could cause anothe" such pvent and someone could be 
seriously hurt or his or her health impaired-maybe the one who did not report the first 
incident 

b Tell employees they can wait until after work and do the reporting on their own time. 
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8 a 

9 b 

10 J 



MEDICAL TREATMENT 

If employees are reluctant to file the report because they are apprehensive about rrcdical treatment, tell 
them that immediate medical treatment is likely to be less extensive and painful than delayed treatment for 
a neglected condition Besides, if they put it off, the condition might get worse. It is more important to 
know what is happening so the hazard can be removed. 



ENCOURAGE RESPONSIBILITY 

If your employees don't make the reports because they want to avoid being kidded by fellow employees, 
tell employees that taking a little kidding isn't nearly as bad as being responsible and feeliiKj guilty if a 
hd7drd they know about tsn't eliminated and someone gets hurt seriously or gets very sick After all, the 
[)eople doing the kidding are the ones who are being foolish and irresponsible They are minimizing the 
t)enefas of being safe and healthy and suggesting it is better to take chances with their lives. It is obvious 
that those who kid around about safety and health are simply being stupid Ask employees if they would 
raiher be well and safe> Ask them who is really the smarter one - the reporter or the kidder^ 



11 In cases where employees do not make reports because they do not realize the symptoms are 




related to ha?ards m the workplace, which is the better thing to do to e* ourage reporting^ 

a Conduct a training program to teach employees about v i health hazards of their jobs 
and what the symptoms of harmful exposure are likely to be. 

b Adopt the attitude that it is the responsibility of employees to find out this kind of 
information for themselves 



DETECTING SYMPTOMS 

Regular appropriate health tests, such as urine, blood, patch, hearing, or fat biopsies, as may be appropriate, 
to employees at employer expense, detect early symptom'; of exposure to potential health hazards in the 
work environment, and minimize possible compliance problems if an employee does not detect or report 
such Symptoms 

MANAGEMENT TECHNIQUES YOU CAN USE TO ENCOURAGE REPORTING 

There are several mariagement techniques you can use to encourage reporting of accidents, exposure to 
health hazards, and near misses, by the employees you supervise These techniques are- 

• Praise complimenting employees when they have done a good job. 

• Training teaching employees what is expected of them and how to do it 

• Repetition telling employees over and 0"er again what is expected of them. 




ANSWERS TO QUESTIONS 



11. a It IS part of your legitimate concern over the welfare of a fellow human for you to oe 
responsible for teaching them whdt they're up against As a supervisor, you are responsible for ail 
kmiis of tnings concerning the wpltare of employees, and makina sure they understand these 
kmOb of potent'd! protilems is clearly a requlai part of any good jufjcrvisof 's lOb 



• Constructive Criticism • pointing out to employees what thoy have done wrong and how to correct 
\X 

• Setting a Good Example • following the rules and doing things correctly yourself. 
APPLICATIONS 

12 The names of the management techniques are listed in Column A. Speciuc applications of the 
techniques to get accidents, exposures to health hazards, and near-misses reported are listed in 
Column B Match the name of each technique in Column A with the specific application of the 
technique described in Column B. 



a Praise 

b Training 

c Repetition 

d Constructive Criticism 

e Setting a Good Example 



B 

I Tram new and old employees to report all 
accidents, exposures to health hazards, and near- 
misses, to recognize symptoms of job-related 
illnesses resulting from health hazards to which 
they may be exposed and teach them to report 
regularly for whatever tests are necessary to 
detect early symptoms. 

11. Repeat at each safety and health meeting that it 
IS important to report all accidents, exposures to 
health hazards, and near-misses. 

Ill At the time an accident, exposure to a haalth 
hazard, or near-miss is reported, tell the em- 
ployee who does the reporting that you are 
pleased that the report has been maae. 

IV. Show that ycu think reporting is important by 
taking immediate action on each report. 

V Tell employees you are dissatisfied when you 
learn of the failure to report an accident, 
exposure to a health hazard, or near miss 
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12 am b I 

d V e. IV 



TAKING ACTION 

13 If you demonstrate that you think reporting of accidents, exposures lo health hazards. arxJ near 

misses IS important hy . - ^'^ each report, your 

employees are more hkely to continue reporting them. 

a taking no action 

h taking slow action 

c taking immediate action 

THE INVESTIGATION 
A ^ACT FINDING JOB 

Investigating an accident, an exposure to a health hazard, or a near miss is a fact finding )oh The best 
person to conduct such an investigation is the person who knows the most about the employees, machines, 
materials, procedures, and |ob environment involved You are the best person to investigate because. 

• you h ,ve daily contact with employees, machines, materials, and work environment involved.^ 

• you are familiar with the procedures in your work ared. 

• you are in direct control of the employees,^ procedures,^ and property in your workplace and can 
take immediate corrective action. 

• you can follow up corrective action tnkoi^, 

• you can communicate more effectively with employees 

INVESTIGATE IN ORDER TO PREVENT 

The purpose of investigating an accident, an exposure to a health hazard.^ or a near-miss, is PREVENTION 
During the investigation you must get all the facts necessary to determine the immediate and basic causes of 
the events so that effective preventive action can be taken Steps in collecting this information .nclude 1) 
inspecting the scene of the accident or exposure to a health hazard, 2) interviewing the employee or 
employees involved and any witnesses, a: d 3) having the event reenacted if necessary. Lesson 7 will tell you 
how to conduct a facility inspection The technique of interviewing employees and having an event 
reenacted will be discussed later in ihis lesson 



EKLC 



34 37 



ANSWtRS 1()v)Uf-STlONS 



13 c 



HAVE YOU ACCOMPLISHED THE PURPOSE? 

SuoiHJse ihdi JM tMiiploytM* vvji runninq down the dislt^ m your workplace cdrrying several packdqes The 
employee siurnl)lecl over cdhle in the walkwjy and spfdined an ankle You investigate the accident and try 
lO find out vvhdt cdusecJ it You determine thdt 1) the employee wds running, 2) the packages were partly 
t)lcckinq the t»mployee i view i»nci 3) the cdtile wds ol)Structing the pdssaqeway 

14 If you rrul yoiji invest iqjtion dt this point, hdve you dccomplished the purpose of the 

invebticjulK.r,'* 

d Yi'* t) No 

FOLLOW UP 

If you follow up your mvtstigdtion by making drrangenients to have the cable rerouted away from the 
pdSidtjewdy dntl, jf dt your n»*xt idtety .md hedlth. ineetmij you remind employees thdt running and cariying 
things thdt obstruct their view tedlly cdri resiilt in their getting hdrt, you have taken action mterxled to 
prevent d Simildr dCCidtrit ffO»n ocairnfuj dildin 

Here in diiother exdnip't^ Sut)er visor A work:* iti dn explosives plant A new employee repot ts ihe repeatedly 
has had severe hedddcfies since coming to work m this job As a result of previous exj)erience in the plant. 
StJpervisor A knows thjt nitroglycerin can be dbsorbeil through the skin drxi Cduse such headaches 
Superv'ior A conclucts dn investigation One of the items she checks li whether the employee is wearing 
prulectwe gloves when hdnillmg the nitroglycerin She discovets that the employee IS wearing protective 
qiovei, but thdt The gloves are the wrong kin(J The employee hds effoiu»oosly t)een issued gloves that are 
m«ide of d material thdt dl)S0rbs nitroglycerin and allows it to come in contact with the skin If Supervtsor 
A CfKls her Hwestigdtion dt ttus pomt she hdS not dccomphshed the purpose of the investigation because r>o 
dction hdS Iven tdken to prevent the Sdme thirnj ftom continuing to hdppen 

15 Which of the following dctions &^ uuld Supervisor A tdke to prevent the exposure to the health 
hd/drd from continuing to hdppen^ 

d See that the employee .s issued the correct type of nonabsorbent gloves 

b FtfxJ Out how the error occurre<< ii) t;ie supply room dnd get the cause of that error 
( orrectetl 

c Include in trdir.mg for new employees information describing prop>er protective 
e(|uipmeriT so thdt they carr verify that they are provided with the correct type of 
orotectivp gloves arui other equipment 

In dd(Jition to preventing future injuries, health camage. (<isat)ility,, and death, you benefit from making a 
thorough investigation arxi tdk nq effective corrective dction in several ways One benefit is that productive 
time lost m your work area because of recurring injuries 0» illr^esses is likely to be reduced 

Another benefit is that it gives your employees concrete evidence that you are concerned about their 
welt tHfing 

as 
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ANSWERS TO QUESTIONS 

1 4 b No Because no steps have been taken to prevent such an incident from happening again. 

15 J he 



EFFECTIVE INVESTIGATION 

Effect've investigation and preventive actton gives top management concrete evidence that you aie a 
competent and concerned supervisor Good irwestigation and corrective measures arc the maik of a 
supervisor who is m control of the situation in the workplace 



WHICH IS BETTER? 

16 An accident occurred m Supervisor A's workplace,^ and an exposure to a health hazard occurred 
" in Suf)ervisor B's workplace Each supervisor conducted an investigation The situation in each 
workplace, after the investigation, is described below Which supervisor conducted the better 
investigation^ 



Supervisor A 

• There has been no reduction in the 
amount of time lost due to recurring 
accidents in the supervisor's work area 

• The employees have no evidence of their 
supervisor's concern for them 

• Top manag<»m2ra is not especially im- 
pressed with the supervisor's competence 

• There has been no demonstration that the 
supervisor is m control of the situation in 
the work area 



Supervisor B 

• Lost time m the supervisor's workplace 
due to recurring occupational illnesses has 
been reduced 

• The employees believe that the supervisor 
IS concerned about their well-being. 



• Top management thinks the supervisor is 
competent 

• The supervisor demonatrated control of 
the Situation in the work area 



INVESTIGATE PROMPTLY 

The best time to investigate an accident, exposure to a health haz3rd.^ or near miss. is as soon as possible. 
The shorter the time lapse between the incident and the inve'^tigation. the clearer the details will be in 
employees' minds, the more will be remembered.^ and the mo-e likely you are to be able to find out what 
caused the incident. 
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16 Su(>etvtsor B 



REASONS FOR DELAY 

The only situations that shouiu in* {)«;rmitted to delay investigation are those tnvolvmq the phystca) or 
emotional well be^ng of the employees 

1 7 Accurcimg to this statement,, are the situations below leqjtimate reasons to delay an investigation? 

Yes No 



a when an employee needs medical treatment 

b when an employee »s ^'Cry emotionally upset 

c when the produv^tion schedule will be interrupted 

d when it will cause extra work for the supervisor 

e when tf.e witnesses will have to be away 

f when work at the location of the incident wH have to be curtailed 



GOOD INTERVIEWING TECHNIQUE 

One ite() m an investigation is to intervew the employee who was tnjuretl or made s^c^ An important part 
of good interviewing technique is to put the person being interviewed at ease The interview techniques of 
two supervisors are descrit)ed bciow 

18 Which supervisor is more likely to have mads the employee feel at ease? 




Supervisor I 



Supervisor 11 



• Explained that the only purpose of the 
investigation and interview vvdS to find 
out what happened in order to prevent 



• Said the intention of the investigation was 
to find out who w^s at fault 



r ec J rre nee 



• Said the purpose of the interview was to 
find out what had been done wrong 



• Told the employee that recurrence could 
not be prevented without the employee's 
help 



• Said the incident must have occuned 
because someone had made a mistake, 
used poor judgment., tieen careless,, or 
broken the rules,, and the intention of the 
investigation was to f irvf out who 



• Said that the interview was a joint effort 
to prevent similar incidents with even 
more serious consequences 



• Cross examinetf the employee. 



• Was friendly and understanding. 
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17 J b >t'b V ci,e,t,No 

18 Supervisor i clearly (iid the better interviewing job 



Ot.e .\dy 'o :vit tht' ^Tripioyet' t)Gin(j iniefvit'wed dt ease is to nuike the interview pnvjte 

19 1(1 ddd'iion to t)einy helpfui »n putting the employee dt ease,, other ledsonsfor conducting the 
'Otf I vie'w -n private dre 

d To keef) the person l)eing interviewed from being influencerJ by the opinioris of others 

b To dvoid embdrrdssHig the employee over statements concerning fellow employees' roles 
ir^ the inCiilent 

Ask tht ef'ipioyee beinc) interviewed to describe to you exactly what happened, Don't interrupt Save your 
iluest.ons upt'! the end of the tlescnption 

20 Two suf)ervisors'' interview techniques are described bdow Which supervisor is more likely to get 
the fTiost complete and accurate information? 

Sapt'rvfSOr I 

• Sa'd v;hat -Ads wanted Was the employee's 
d»»^cri[^tion of the incident exactly as it 
happened 

• As the employee described what had 
happened, said only tnings like '"What 
happenec) next?"' and "And then what 
happened?"' 

• U'dited until the etT)f)loyee ftmshed the 
ilescription, and then asked (juestions 

• Mdcle no )udqmefital remarks about what 
wds riohi c who ^va<; at fault 

REPEAT WHAT WAS SAID 

It IS important to get an accurate account of the incident m detail When the employee being interviewed 
hds finished dtscnbing the incident, you should repeat back to the employee m detail exactly what you 
unde. stand to have been said, so the employee can correct what was said or your ur.der<;randinQ of ,t, as 
necessary 



Supervisor II 

Sa"^^ the employee was not to dress up the 
story for the supervisor's benefit 

Interrupted the employee tor ify ("Are 
you saying that ?) 

Interrupted the employee to interpret 
("In other words you mean ?) 

Made evaluating remarks ("Well now, in 
my ODinion ") 

Made judgmental rerp.arks ("That was 
Sillyf") 
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19 a and b 

20 Supervisor I 



A POSITIVE ENDING 

Close the interview on a positive note discuss PREVENTION This can best be done by discussmg actions 
that can be taken to prevent a similar incident from occurring again 



21 Whe.i you close an interview by discussing actions that can be taken to prevent a similar incident 
from occurring, which one of the following is your reason for doing this** 



a To make the employee feel guilty 



b To cause the employee to worry about a blemish on his or her personnel record 
c To reaffirm in the employee's mind that the purpose of th erview is prevention 
d To make the employee decide not to tell anyone else what really happened. 



INTERVIEWING TECHNIQUES FOR WITNESSES 



WITNESSES IN AN INVESTIGATION 



A witness in an accident or hazardous exposure investigation can be either a person who saw the mcident 
which resulted m injury or illness, or a person who has personal knowledge about the situation in which the 
incident occurred 



THE SAME TECHNIQUE 

Use the same interview technique with witnesses as with the employee who was injured or made iH This 
means you should conduct the interview as soon as possible When you are interviewing, try to put the 
witness at ease 

If you have any questions about the witness's account of the incident, wait until the witness finishes 
describing what happened before you ask questions When the witness finishes telling you what happened, 
repeat exactly what you understand the witness to have said so it can be corrected, if necessary End the 
interview with the witness by discussing ways to prevent another such incident 



REENACTMENT 
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AVOID A RECURRENCE 



Sometimes it is helpful, in the course of an investigation, to see the precipitating incident acted out. This is 
called REENACTMENT If you decide to have an incident reenacted., take care not to be too realistic You 
do not want another injury or illness To avoid another real incident,^ be sure the employee who is going to 
reenact the incident unde/standc that the idea is to simulate what was done before Have the employee 
move in SLOW MOTION. This is another way to keep the reenactment from causing another injury or 



illness 
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21 c 



The employe** who is yomy to act out the precipitating event should not be emotionally upset Make sure 
the employee is calm about doing the reenactment 

TWOREENACTMENTS 

22 Suj:)ervisors A and B are going to stage reenactments of events which resulted in injuries or 
Illnesses m their work areas Which one is less likely to have the reenactment result in another 
injury or illness^ 



Supervisor I 

• Tells the employee to be as reahstfC as 
possible 

• Tells the employee to move at normal 
speed 

• Tells the employee to act just as before 
because the reenactment will be benefi- 
cial 



Supervisor II 

• Tells the employee to be careful to 
simulate what occurred previously but not 
to actually repeat it 

• Tells the employee to move in slow 
motion 

• Makes sure the employee is not upset 



THE INVESTIGATION REPORT 

An investigation of an event such as an accident, an exposure to a health hazard, or a near-miss is sometimps 
confused with the REPORT of the investigation. Actually, of course, conducting the investigation and 
preparing the report are two different activities. 

The process of collecting the facts about an event resulting in injury, illness, death, or property damage is 
an INVESTIGATION 



The written record of the findings of an mvestigation of an accident, exposure to a health hazard., or 
near miss constitutes an INVESTIGATION REPORT 



EXAMPLE 

Suppose that one of the employees you supervise has an accident or is exposed to a health hazard on the 
job First, you would get any necessary medical attention for the employee and notify the appropriate 
people in your organization of the event Then you would investigate the incident. Finally, you would 
prepare a written report of the investigation 
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THE PROPER SEGUENCfc OF INVESTIGATING AND REPORTING 

23 Arrange the following steps m the proper sequence. 

a An employee has an accident or is exposed to a health hazard in the 
workplace 

b. You get any necessary medical attention for the employee and notify 
appropriate personnel that the incident has occurred. 

c. You prepare an investigation report 

d You conduct an investigation of the incident. 

AN ADDITIONAL BENEFIT 

In addition to providmg information to aid in iniury and illness prevention and control, an 
investigation report indiCotes how well you performed the job of investigating the accident or 
exposure to a health hazard Your performance as a supervisor will be evaluated by top 
management part-ally on the basis of your REPORT of the investigation. This is an additionaJ 
reason to submit an investigation report promptly in writing. 

THE BASIC INFORMATION IN A REPORT 

A sample of a supervisor's investigation report appears on page 42 When completed, this report 
will contain the following information needed to prepare the reports and records required by the 
regulations promulgated under the Act. discussed in Lesson 3 

• An identification of the employee who was involved 
#' A description of the injury or illnes<; 

• A description of how the accident or exposure to health hazard occurred 

• An analysis of how the accident or exposure occured 

The invpstigation report that you prepare for your employer should contain the same information. 

MUST ACT TO ELIMINATE HAZARD 

The sample supervisor's investigation report on page 42 also contains a description of ACTIONS 
TAKEN and ACTIONS RECOMMENDED to prevent the event from occurring again The 
investigation report you prepare for your employer should contain the same kind of information. 
THIS IS ESPECIALLY IMPORTANT IF YOUR INVESTIGATION HAS REVEALED THAT A 
VIOLATION OF THE OSHA SAFETY AND HEALTH STANDARDS WAS INVOLVED in the 
accident or exposure lO a health hazard because action to eliminate the violation is necessary in 
order to be m compliance with the law 
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SUPERVISOR'S INVESTIGATION REPORT 



Company 


Departmer t 


Exact location 


Date and time 


of event 


of event 






EMPLOYEE IDEMTIFIC'^TION 




Name 


Occupat ion 


Nature of Injury or illness 


Object /equipment /substance which 




inflicted injury or caused illness 




Person with most control of 




object/equ ipnent/subs tance 






DESCRIPTION OF FVF^T 









(Describe In detail what occurred and how the event occurred) 





ANALYSIS OF CAUSFS 






Immediate causes 


(What hazardous acts and/or hazardous conditions 




contributed most directly to the event) 


Basic causes 


(vyhat are the basic causes for the existence 





of these hazardous acts or cOndi tions) 



PREVENTIVE ACTIOM 

(What action has, or will be taken to prevent recurrence) 



LOSS SEVERITY POTENTIAL 
Ma J or Ser ious Minor 
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• Investigated by 



PROBABLE RECURRENCE RATE 
Frequent Occasional Rare 



Date 



ANSWERS ru OUtCTlONS 
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A SAMPLE REPORT 

Some information from a sample supervisor's investigation report appears below Please read it and 
then answer the questions 



SUPERVISOR'S INVESTIGATION REPO U 



Compdnv The American Company 
Department Shipping 

Exact Location of Event Bidg A, south side, west loading dock 

Date and Time of Event Ma-^ch at 2 45 p m 

Employee's Name Employee A 

Employee's Occupation 

or Job Title Lift truck operator 

Descrifition Employee A was backing an emply hft truck (-26) north along dock to clear space in 
Order for loaded lift truck (-22) to pass 



24 Who was the employee involved m the incident^ . 

25 When did It happen? 

26 Where did It hap^)en? 



THE LOCATION IS IMPORTANT 

Note that the location of the incident is described in detail Knowing the exact area where the event 
occurred is important m determining what caused the incident,^ because the causes of such incidents are 
frequently related to the location 
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ANSWERS TO QUESTIONS 

24 Employee A 

25 March 7 at 2 45 p m 

26 Building A, south side, west loading dock 



OCCUPATION AND WORK BEING DONE 

In preparing an investigation report, it is necessary to distinguish between the occupation or job title of the 
employee and the work the ennployee was performing when the event being investigated occurred 



27 From the sample report, page 43. 



a What IS the employee's occupation or job title-^ 



b What work was the employee doing when the incident occurred'* 



OCCUPATION OR JOB TITLE 




In yOMr company, an employee's occupation or )ob title may be called a "position title" or an "employee 
classification" or various other names An employee's occupation or )ob titlj usually appears on his or her 
personnel record, time card, or payroll record 

EXAMPLE 

Employee is a pipefitter Employee was using a hacksaw to cut out a section of a pipeline which had been 
used to carry a caustic chemical The pipeline had been dramed for maintenance However, because the pipe 
had been partially plugged, some of the caustic chemical was trapped inside the pipe and got onto the 
employee's skin during the cutting operation 

28 "Pipefitter" is employee's . 

29 Using a hacksaw to cut out a section of pipeline is 
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ANSWERS TO QUESTIONS 

27 a. lift truck operator 

b backing lift t.uck north to clear aisleway 

28 Occupation of }0b title 

29 The work the employee was doing at the time he was exposed to the health hazard. 



WHAT AND WHO? 

In determining what caused an mjury or illness, it is important to find out 

• What object, equipment, or substance inflicted the injury or caused the illness 

• Which person had the most control of the object equipment, or substance. 

30 Read the information from the supervisor's investigation report below and answer the questions. 
SUPERVISOR'S INVESTIGATION REPORT 




Employee's Name Employee 



Injured part of bodv Right arm 

Nature of injury or illness Fracture of upper right arm 



Object/equipment /substance 
inflicting injury or 
causing illness Lift trjck 

Person with control of 

object ^equipment/substance Employee 



a What inflicted the injury' 



b Who had the most control over what inflicted the injury^ 
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ANSWERS TO QUESTIONS 




30 a the lift truck 



I) employee 



WHAT DID IT^ 

31 Pick out the object, equ pment,, or substance that inflicted the actual mjury or caused the illness 
in the examples below 

a A bolt fell from an overhead crane and struck and mjured a hook-up man 

b A pipe wrench with dulled jaws slipped and caused a plumber to bieak a finger. 

c. Toxic gas from a leak m a storage tank nauseated a group of 40 employees 

d A chemical m a pump being repaired in the maintenance shop caused a repa.rman to 
develop dermatitis 

e An addmg machme tipped off a stand and broke a clerk's foot. 

WHO HAD THE MOST CONTROL? 

32 Pick out the person who had the most control over the object, equipment, or substance that 
mflxted the injury or caused the illness in the examples below 



a An electrician '\as repairing an overhead crane when a bolt he had loosened fell from 
the crane and struck and injured a hook up man below. 

b A plumber was tightening a pipe connection when the pipe wrench he was using slipped 
and broke his finger 

c A pipefitter had just installed a valve when toxic gas leaked from it and nauseated 40 
nearby employees 

d An engineer disconnected a pump to be repaired did not decontaminate it or label it as 
contaminated and the caustic chemical residue in the j)ump caused the repairman to 
develop dermatitis 

e A clerk was pulling an addition machine on a stand down as aisle when the machine 
t»pf)ed off the stand and broke the employee's foot. 
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ANSWLRS TO OUISIIONS 



31 d UiW I) pipe vvre»^ch c toxic yjs d chemical 
u dddmq machine 

32 d rh'Ltficid!^ t) plumbei c pipefitter d engineer 

cli'ik 



LEARN CAUSES TO PREVENT RECURRENCES 

As was discussed in Lesson 4, it is necessary to find out the immediate and basic causes of an injury or 
illness in order to prevent d recurrence Experience has shown that certain common kinds of hazardous acts 
and hd/drdous conditions dre the immediate causes of the majority of accidents ar>d exposures to health 
ha7ards on the job 

33 Would knowinq what common hdzardous acts and hazardous conditions to look for assist you in 
collecimq pertinent facts and analyzing the information you have collected^ 

d Yes 



b No 




A CLASSIFICATION SYSTEM 



The AnieiitdM N^iiioiul St^nddrtls hisiiiuie (ANStl. d nonprofit pnvdie stdndards pioducing organizdlion, 
has devp|0()ed d widely used system for classifying kinds of accidents and exposures to health hazards, and a 
system for classifying the cduses of these events The Institute's publication Z16 2, "Classifying Accident 
Causes" can be obtamed by wr.tmg ANSI at the address given m Lesson 14 This wo'iid be a very useful 
puhhcdifon for you to gel dnd keep at your workplace 



DESCRIPTION AND ANALYSIS 

The information contained m the des cription and dnalysis sections of a supervisor's investigation ipport 
dppedrs l)elow Redd this information and then answer th<» questions m the following item. 



SUPERVISOR'S INVESTIGATION REPORT (SAMPLE) 



DESCRIPTION 



Employee A wds bdcking dn empty UiX truck (:^6) north along dock XocU space in order for loaded lift 
tiuf.k (.-^22) (hedded edst toward trailer at dock) to pass He backed mlo bumping block at fast spe'>d. Block 
broke off dock dtlowing his truck to continue Lackw.jd jnd topple off dock lo ground C feet below on 
north Side of dock Lift truck landed on side Employee A jumped clear of tre truck lust as it backed off 
the platform. He hit his elbow on sonie part of the truck as he attempted to jump free He landed right 
_ beside the truck on the ground 6 feet below dock He had the wind knocked out of him and suffered a 

broken right arm 
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ANSWERS TO QUESTIONS 



33 a 



ANALYSIS The hazardous acts,^ failures to act and/or conditions contributing most directly to this event 

1 Employee X had reported "defectis^e brake" on Irft truck -26 at end of night sh.ft two days before, on 
operator's reoort form 

2 Employee A removed truck from garage and operated tt from 11 00 AM although he hdd noticed n had 
a defective brake when in reverse. He was deliberately using bumping block on platform as stopping 
mechanism for truck. 

3 The bumping block on the dock was generally known to be m unsafe condition Condition of block was 
reported as wobbly and cracked on inspection reports of January 5 and February 20 by both 
Supervisors "L" & "M " 

ANALYSIS The basic reasons for the existence of this hazardous act and/or condition* 
1. Employee A was not properly trained, motivated., or supervised. 

2 Garage supervisor and garage personnel did not properly follow up condition on operator's report form. 

3 Building maintenance supervisor and personn';-! failed to effect prompt corrective action to bumper 
block. 

4 Area supervisor failed to property follow up unsafe bumper condition 
HAZARDOUS ACTS LIST 

As a matter of fact, the hazardous acts that commonly cause accidents and exposures to health hazards in 
the workplace are so well known that it is possible to prepare a simple list that will cover a majo.ity of t e 
Situations you will encounter 

• operatinq without authority 

• ope''ating or working at unsafe speed 

• making safety devices inoperative 

• using unsafe equipment 

• loading or mixing in unsafe manner 

• taking unsafe position 

• working on movmg or dangerous equipment 

• distracting co workers or being distracted 

• failing to use proper clothing 
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AN EXAMPLE 

From iho descnpt.on jnd analysis of Employee A's dccdent m the sample Supervisor's Investigation 
Report. It it» Clear that one cause of the accident was the fact that he was using a lift truck with defective 
Ixakes 

34 Which of ih(» ha/didous dcts just listed is this' 
HAZARDOUS CONDITIONS 

SoTie of the kinds of hazardous conditions that commonly cause accidents and exposures to health hazards 
in the workplace are 

• improperly guarded equipment • inadequate maintenance 

• defective facility • improper labelling, transport or storage of 

hazardous substances 



• hd/aidous Jirangemeni 

• improper illumtnatton 

• improper ventilation 

• unsafe dress or apparel 



• excessively high noise level 

• extreme heat, cold, humidity or dryness 

• excessive vibration 



ANOTHER EXAMPLE 

From iho description and analysis of Employee A's accident m above .tem, it is clear that one cause of the 
accident was the unsafe condition of the bumping block on the loading dock 

35 Which of the hd/ardous cond tions iKted m above list »s this^ 
OTHER STRESSES 

Other types of stresses which arc suspected of contributing to accidents and injuries but which are not so 
well documented are 

• heavy responsibility • combination of many complex steps 

• rapid working speed • emotional stress 

• lugh volume output requirements • monotony 

PREVENTION 

The prevention portion of a supervisor's investigation report appears below 

36 Has the supervisor taken all the actions necessary to prevent recurrence of the events described m 
the Supervisor's Investigation Report, page 47? 

a Yes 

b No 

49 



ANSWERS TO QUESTIONS 

34. Using unsafe equipment 

35 Defective facility and inadequate maintenance 

36 d Yes 



SUPERVISOR'S INVESTIGATION REPORT 

PREVENTION What action has been, or will be, taken to prevent recurrence? 

1 Personnel department has been requested to assist in establishing lift truck operator trainLig course 

2 Lift truck working rules w.ll be reviewed with all operators at next sdfety and health meeting, 
a All lift truck operators will be included -n both programs 1 a.,d 2 as soom as possible. 

4 Maintenance control has issued a hazard classification coding system it wants everybody to use on all 
safety work orders 

5 All operators have been vigorously instructed that under no circumstances do they have to operate 
equipment considered to be unsafe in any way They were told they can always leave it in the shop until 
tt IS fixed. 

6. A follow up system for checking up on inspection report items is being developed by a committee 
headed by Supervisor L. He expects to have the system ready to discuss with front office m one week 

7 The lift truck and bumper olock involved in the accident have been repaired. 

8 Procedures for periodic inspection of lift trucks have been set up. 

LOSS SEVERITY POTENTIAL 

COULD IT HAVE BEEN WORSE? 

37 In the accident described on page 46 in which the lift truck operator broke his arm, did you 
think the results (i.e., the broken arm. damaged lift truck, lost time, and damaged loading dock) 
were 

a About what you would expect 

b. Could have been worse 

c. Were unusually seve'^c 

VALUABLE INFORMATION 

Question 37 asked you to make a judgment as to HOW SEVERE THE INCIDENT COULD HAVE BfEEN. 
This kind of ludgment is a valuable piece of information in an investigation of an accident, an exposure to a 
health hazard, or a near-miss 

ERJC S? 
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ANSWERS 10 QUtSTlONS 



37 This question jsks for your opinion, so there is no one right answer. Hov,*ver, it was a clo^e 
shdve and although it wasn't too bad thts time the consequences could have been much worse. 
People have been killed this way, jnd Employee A was just plain lucky to have gotten off so 

ejsily 



38 Should you pass this valuable information on to higher management? 
J Yes 
b No 



EXPEDITE CORRECTIVE ACTtON 

Your judgment as to HOW SEVERE THE INCIDENT COULD HAVE BEEN can help your employer 
decide what priority to give to conective action If another similar incident is likely to have major or 
serious consequences., top priority should be given to preventive action If t'ne consequences of another 
similar incident jre likely to be minor, preventive action can be given normal priority 

39 Indicate whtrli coirective action described m Column A should be given which priority listed in 
Column B 



B 



J Corrective' jction tr> pr^went dn inci • Normal priority 

dent ttidt <s iikuly to hdve indji)! Of 

set louv consequences • Top priority 

t> Correctiv*' di tion to prevent an mci 
'Jent that is iikely to hdve minor 
coiisequ+'nces 



LOSS SEVERITY POTEIMTIAL 

A lodgment of how st were d future mndent likely to be has a name It is called LOSS SEVERITY 
POTENTIAL. LOSS SEVERITY POTENTIAL is d way of communicating to yout employer how bad the 
possible loss from another s»m»ldf incident could be By giving your employer this information before a 
similar event can occur, it will encourage the taking of preventive action 
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ANSWERS TOQUtSTlONS 



38 a Yes, by all means' Th s iriCiderU showed up a v^hule groufi of serious prol)lfrns jbout trdinmg. 
employee attitudes toward safety,^ lack of an organized mandgement system to follow up on 
reports, and other such things 

39 a Top priority b Normal pjiority 



THREE CATEGORIES OF I OSS SEVERITY POTENTIAL 

The supervisor who Mvestigated the accident described un page 46, in which the 'ift truck uperdtor bioke 
his arm. gave the incident the LOSS SEVERITY POTENTIAL ratjng bhown below 



SUPERVISOR'S INVESTIGATION REPORT 



LOSS SEVERITY POTENTIAL 



Serious Minor 



40 What three categories of LOSS SEVERITY POTENTIAL .- (j the supervisor have- to choose from> 



41 Did the supervisor give the mctdent the most severe LOSS SEVERITY POTENTIAL »ating> 

d Yes b No 

42 What LOSS SEVERITY POTENTiAL rdtmg is the U^asi se;.re? 

PROBABLE RECURRENCE RATE 

COULD IT HAPPEN AGAIN? 

43 How often do yOu think an accident like the one described pn page 46 might occur^ 

a Frequently 
b Occasionally 
c Rarely 
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ANSWERS TO QUESTIONS 

40. Maior, Serious,, Minor 

41 J Yes 

42 Minor 

43 This Item asks for your opinion so it has no one nght answer You would need more background 
information than you have been given here b^J^ore you could make an accurate judgment. The 
point being made is that you would have enough information about an incident in your own 
workplace to make such a judgment. 



ANOTHER VALUABLE JUDGMENT 

Question 43 asked you to make a judgment as to HOW OFTEN SUCH AN INCIDENT MIGHT OCCUR. 
This kmd of judgment .s a valuable piece of .nformat.on m an investigation of an accident, an exposure to a 
health hazard,^ or a near miss 

44 Should you pass this valuable information on to higher management^ 

a. Yes 

b. No 

PROBABLE RECURRENCE RATE 

^ our ludgment as to HOW OFTEN SUCH AN INCIDENT MIGHT OCCUR is information that can help 
h.qher management ciec.de what pnonty to give to corrective action A judgment of how often an incident 
m c,ht occur has a name. It ^s called the PROBABLE RECURRENCE RATE. PROBABLE RECURRENCE 
RATE IS a wav of communicating to higher management how much time they have before a similar 
.ncdent may happen c^na.n By g.v.ng your employer this information before a simila^ e.ent can occur, it 
^fiiiW encourage the taking of preventive action. 

THREE CATEGORIES 

The supervisor who investigated the accident described on page 46. in which the lift truck operator broke 
h.s.irm, gave the .nc.dem the PROB/^BLE RECURRENCE RATE shown below 



SUPERVISOR'S INVESTIGATION REPORT 



PROBABLE RECURRENCE RATE 

□ Fmnupn: □ Occasional ^Rare 

45 What three categories of PROBABLE RECURRENCE RATE did the supervisor have to choose 
from' 

ER?C 



ANSWERS TO QUESTIONS 

44 a Yes. of course. Some kind of estimate of the frequency would be necessary in order to help 
decide how much company resources to devote to fixing the problem. If it is not likely to recur 
(and isn't senous) then the company would not be justified in spending much time and money 
on the problem On the other hand, ,f it ,s likely to happen often {or ,f it happened only rarely 
but was very serious when it did occur) then the company would certainly want to take 
immediate action. 

45 Frequent, Occasional, Rare 



46 Did thp supervisor choose the rating given to events likely to happen mast often? 

a. Yes 
b No 

47 Which IS the rdting given to events likely to happen least often? 
A RATING 

48 A rating of how frequently an accident, an exposure to a health hazard, or a near-miss is likely to 
occur IS called a 

— RATE.. 

PRIORITIES 

There are several k nds of priority that an employer can give to action to prevent recurrence of an accident 
or exposure to a health hazard EMERGENCY PRIORITY ,s given to action that must be taken 
.mmed.ately to prevent recurrence of an incident that is hkely to have MAJOR consequences and ,s likely 
to happen FREQUENTLY 

EMERGENCY PRIORITY 

49 A supen/isor cjn use a combination of the two ratings. LOSS SEVERITY POTENTIAL and 
PROBABLE RECURRENCE RATE., to communicate to the employer the real magnitude of an 
accident., exposure to a health hazard, or nedr-miss. For example, if a supervisor gives an incident 
a LOSS SEVERITY POTENTIAL rating of "MAJOR" and a PROBABLE RECURRENCE RATE 
of "FREQUENT,," the supervisor is communicating to the employer that corrective action 
should rt..ce,ve . pr,„r,ty 
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ANSWERS TO QUESTIONS 



46 a Yes 47 Rare 

48. Probable Recurrence 

49 a Htgh The supervisor believes something serious is going to happen often and wants the 
employer to take lorrecfve acfon at once ActuaMy an "emergency" priority and a "high" 
pnonty both mdicate the need for immediate corrective action. The difference is that an 
emergency situation indicates that necessary action needs to be taken at once no matter how it 
affects normal operation. 



NORMAL PRIORITY 

NORMAL PRIORITY is given to action that must be taken m order to prevent recurrence of an incident 
likely to have MINOR consequences and likely to happen OCCASIONALLY. This means that if a 
supervisor gives an incident a LOSS SEVERITY POTENTIAL rating of "MINOR" and a PROBABLE 
RECURRENCE RATE of "OCCASIONAL," the supervisor is communicating to the employer that 
corrective action can receive normal priority. The supervisor believes a similar event with potentially minor 
consequences is likely to occur now and then. Since neither the consequences of any event nor its 
frequency can be predicted with complete accuracy,^ the supervisor wants the hazard eliminated 

DEFINITIONS 

50. Match each term in Column A with its definition in Column B 

A B 

a. A rating of how severe an incident • Probable recurrence rate 

could be 

• Loss severity potential 

b A rating of how often an incident 
might occur 

51 In your own words Why are LOSS SEVERITY POTENTIAL and PROBABLE RECURRENCE 
RATE especially helpful^ 
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ANSWERS TO QUESTIONS 

50. d Loss severity potential b Probable recurrence rate 

51 They can be used together to establish a priority for preventive and corrective action 
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SUMMARY 

In your unique position as supervisor, you should investigate the accidents and exposures to health hazards 
that occur in your workplace You also have special qualifications and advantages as an investigator because 
you know the most about the situation and you can take the most immediate action to prevent recurrences 
As a supervisor you receive extra benefits from prompt and thorough investigative and preventive action 
because these actions minimize lost tjme in your workplace due to recurring injuries and illnesses and 
present tangible evidence of your ability, efficiency, concern for the well being of the employees you super- 
vise, and control of the situation in your workplace 

In this lesson you have teamed how to encourage employees to report accidents, exposures to health 
hazards, and near misses, and how to conduct an investigation of these events once they are reported. 
Techniques for mierviewmg employees involved in accidents and exposures to health hazards and for 
interviewing witnesses and conducting reenactments of such events were discussed. You have learned that 
the report of your investigation must contain a description of what happened, an analysis of the causes, and 
recommendations for coirective action You have learned the usefulness of the concepts of loss seventy 
potential and probable recurrence rate in setting priorities for corrective action ALL OF' THIS 
KNOWLEDGE WILL BE OF INVALUABLE ASSISTANCE TO YOU IN DISCOVERING THE CAUSES 
OF INJURIES AND ILLNESSES THAT OCCUR IN YOUR WORKPLACE so that you may take action to 
pitnnmate the causes and prevent recurrence. 
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